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	Job title:  Attendance Officer


	Salary:  H5 .6


	Hours: 4 days per week, 16 hours per week (9.00am – 1.00pm) Term-Time only


	Responsible to:  Headteacher, SENDCo 


	Job Purpose:

Providing a high-quality support service to the school to monitor and improve overall school attendance and act as the first point of contact to parents and carers for student attendance and absence.

	Main Areas of Responsibility:
Strategic Direction

Receive absence messages by phone and email and process them on arrival each morning and throughout the school day, including recording absences due to sickness and appointments.
Update the Management Information System (Arbor) with absence information.
Follow up with teaching or pastoral staff on missing registers or children unaccounted for at the beginning of, and throughout the school day.
Contact parents/carers where children are unaccounted for and no absence notification has been received.
Prepare and complete weekly and termly attendance reports and information as required for Governors and Headteacher.
Prepare documentation for attendance panels and reviews – producing data for the panels and completing action plans.
Generate attendance letters to send to parents/carers on a weekly basis.
Process absence requests submitted by parents or carers and respond/escalate as required.
The ability to work by yourself, managing competing priorities and on your own initiative is essential.
The ability to collate information using Excel spreadsheets or other programmes.
General administrative duties as required by the school.
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